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Query a Position in the Hierarchy

Navigate to the Position Hierarchy screen.

The following attributes can be used to query a position in the hierarchy.

O Find Fositions

Ermployee Marne i.e.; Srmith, John D
Employee Mumber
Hiring Status  Active
Pasition Mame
Job
Office Symbal (Org)

Location

Claar | Find )

Fosition Name
‘© CHRIS Pasition Flexfield

Paosition Title | J
Agency Code/Subelernent
FD Murnber
Sequence Mumber
Position Contral Murnber

PCN Indicatar

[8]74 Cancel J Combinations Clear J Help J

The three most common queries used are Position Name-Position Control Number,
Employee’s Name, and Office Symbol (Org).

Position Control Number (PCN)

Click in the “Position Name?” field

‘O Find Positions

Employee Mame
Employee Mumber
Hiring Status | Active
Pasition Mame | T
Joh
Office Symbol (Org)

Location

Clear | Find |




The “CHRIS Position Flexfield” window appears. Enter a unique Position Control

Number and click the “OK” button.

‘© CHRIS Position Flexfield

Fuosition Title

Agency Code/Subelerment

FD Murmber

Sequence Mumber
Fosition Control Mumber 003389

PCM Indicator
4| »

. (0]%4 Cancel JI Cnmhinaiiuns‘ Clear )I Help JI

Your search criteria populates on the “Find Positions” window.

Find

Click the “Find” ) button on the “Find Positions” window,

‘O Find Positions
Employee Name i.e.; Smith, John D
Employee Number
Hiring Status  Active
Position Name ... 003333,
Job
Office Symbol (Org)

Location

Clear Find [,

The “Position” section of the “Position Hierarchy” window populates with the
position(s) that meet the PCN query criteria.

Pasition
Nar T up
Pastion Control Numh ol [CIH
Holder |Andrew, Sheldon D Holder Emp # [15651
Person Type [Employee Nurmber of Subordinates |10
Obligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supenisor Paige, Cheryl r\%ame
¥ Exists In Hisrarchy
Subordinates
Posttion
Contral Number of Witz
Narne Murmber Office Symbol Subordinates 29N Name Emp #
[[Contract Specialist.6514.00TEST.007 013593.C 013593 CIH ] & [~ No Halders =
on Systems). G 003497 CIH o 3| [angin, Carol A 15333
Systems).GE 006208 CIH o 4| |Beran, Pamela T 25158
Systems).GE 006537 CIH ] ¥ [knox, Teri L 15556
Systems).GE 003498 CIH o 4| |Lyles. Sharon E K 16502
Human Resources Specialist (Information Systems). GE 003480 CIH o 4| [Roliing, Janette 5 5794 |~

NOTE: There may be more than one position with the queried PCN. You can use
the up and down arrow keys on the keyboard to scroll through all the positions
that meet the PCN search criteria (if more than one position with a given PCN).



Employee Name

Click in the “Employee Name” field
Enter the employee’s Last Name and press the Tab key on the keyboard.
Select the appropriate employee from the List of Values (if there is more than one) and

click the “OK” button.

= —lalx
Ermployee Name | SIEIEY
Employes Number

Hiring Status

Position Name | Find Andre
dob |y Nurnber Person Type
Ofiice Symbol (Org) | 424 elddon D 545 xapniica
Andrews Il Thomas L 12130 Employee
Location
Andrews, Donia b 22808 Ermployee. Ex applicant
Andrews, Gragory D 20613 Employee. Ex-applicant
Andrews, Levi 18136 Employee. Ex-applicant
Andres, Monel & 25770 Employee. Exapnlicant

«

s e

The “Find Positions” window populates with the selected employee. Click the “Find”
Find

) button.

O Find Positions

Employee Name |Andrew, Sheldon D

Employee Number |[IE)
Hiring Status  Active
Paosition Mame
Job
Office Symbol (Org)

Location

The employee’s position data appears in the Position Hierarchy screen, and if the
employee is a Team Lead or Supervisor the list of subordinate positions are viewable.

Name.
Pastion

Mame tup

Positian Cortral Kumber

Halder A

Person Type

Obigated Emplayes

Datiled Emplayee

Team Lead

¥ Egists In Hierarchy

humbar of Hakie
Ofice Symbel Subardinatas BOWN Erp#
o1 E = X

4 DOTEST DO7.013
CIH
cH

CIH
cH

Note: When querying by Employee Name, you will be viewing the position the
employee is encumbering, not the obligated or detail position



Office Symbol (Org)

Click in the “Office Symbol (Org)” field
Enter the Office Symbol and press the “Tab” key on the keyboard.

O Find Positions

Employee Name
Employee Murnber
Hiring Status  Active
Pasition Name
Joh
Office Symbol (Org) P

Location

Clear | Find

More than one value may appear for an Office Symbol based on your query (i.e.,
all Office Symbols beginning with “P”). If so, the “Organizations” window opens.

If more than one code appears, select the Office Symbol you want to query, and then

click the “OK” button

Find|P%

Office Symbol (Org) Start Date End Date -
P (AP 05-JAN-2009

PA (APA) 05-JAN-2009

FAA (APAR) 05-JAN-2009

PAAA (APAAA) 17-JUL-2011

PAAE (APARE) 17-JUL-2011

FAAC (APAAC) 17-JuL-2011

PAB (APAB) 05-JAN-2009

PAC (APAC) 05-JAN-2009

FPACA (APACH) 05-JAN-2009

PACE (APACE) 05-JAN-2009

PE (APE) 18-JUR-2011

FBA (AFBA) 18-JUN-2011

PBE (APBB} 18-JUN-2011

PRC (#PACY TRV W

Eind | Cancel

The “Find Positions” window populates with the Office Symbol and Org Code [i.e., PB

(APB)] in the “Office Symbol (Org)” field. Click the “Find” ) button on
the “Find Positions” window.

O Find Positions

Ermployee Narme
Ermployee Murnber
Hiring Status | Active
Position Narne
Joh
Office Symbol (Org)  PE (APE)

Location

Clar | Find )




The “Position” section of the “Position Hierarchy” window populates with the
position(s) that meet the Office Symbol query criteria.

Nama [GSA ¥ Brimary Version Number 1
Posit
PR hief of Staff GS03 DOMI250.005 009112 C) *|up
Position Contral Mumber 009112 Office Symbol |FB
Halder [Oisgoad, Linda A Holder Emp # 2251
Person Type [Employes Number of Subordinates |0
Obligated Emplayes Obligated Emp #
Datailed Emplayse Detailed Emp #
Team Lead Superisor Melton, Lawrence A
% Exists In Hierarchy
Subordinates
Pasition
Cantrol Nurmber G
| Nanmg Nuribar Office Symbol Subordinates D'r" MName Emg # .

NOTE: There may be more than one position that meets your selection criteria.
You can use the up and down arrow keys on the computer keyboard to scroll
through all the positions that meet the Office Symbol search.

To query another position, select the “Find” ¥ icon.

I Y LY

oFP Fi... Hierarchy: 18-JUN-2012
Mame GSA
Yarsion
Date From ([01-JAN-1359
MNumber |1
Date To
BPrcitinm

The “Find Positions” window will appear.

© Find Positions

Employee Marme

Employee Murnber
Hiring Status  |Active

Position Mame

Joh

Office Symbol (Org)

Lacation

Clear | Find )




Moving Up and Down the Position Hierarchy

Move up one level in the hierarchy

To look at the position that a position reports to in the hierarchy, click the “Up” ﬂ L
arrow.

Position

Mame

PCN

Occ Series

Pay Plan and Grade
Holder

Person Type
Obligated Employee
Detailed Employee

Team Lead

Office Symbol  CIH

005622
02071 Hurnan Resources Management
G314 Funded ™
Holder Emp # 25155

Number of Subs. 0
Obligated Ermp #

Detailed Emp #

Supenisor  Anglin, Caral A

Baran, Pamela T

Employes

¥ Exists In Hierarchy

The “Position” area populates with the supervisor/team lead position.

Fosition
MName |Supenisory [T Specialist. G514 00C3194.007.003151.C l‘ Up =7 Detail
PCN 003151 Office Symbol CIH
Oce Series (2210 Information Technalogy Management
Pay Plan and Grade (5515 Funded
Haolder |Anglin, Caral A Holder Emp # 15333
Person Type |Employee Number of Subs. 11
Obligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor  Costa, Anthony
¥ Exists In Hierarchy
Subordinates
Funded
Office Occ Pay Plan | Number el
Narme FCHN  Symbol Series and Grade| of Subs Down Name Emp #
PR 005622 [CIH 020106814 & |[Baran, Pamela T 25155

NOTE: You can click the “Up” LI YF putton until you get to the top of the
hierarchy. To get back to the subordinate position, use the scroll bar to the right of the
Down arrows and find the Employee/Vacant position.



Move down one level in the hierarchy

Click the “Down”

Subaordinates

Narme

l Human Resources Specialist (Information Systems 005622 |CIH
Hurnan Resources Specialist (nformation Systerns 005887 |CIH

;

arrow in the Subordinates area.

Funded
Office Oce Pay Plan | Number el
PCM  Symbol Seties and Grade | of Subs Down Mame

0201.1(3s8-14  ¥|1
0201.1)G5-14 M0

& ||Baran, Pamela T
3 | oy, Teri L

Ernp #
26155
15556

If the position is a supervisor or team lead, the “Position” area populates with the
Supervisor’s position and “Subordinates” area populates with their subordinates.

Position
Mame |Human Resources Specialist (Information Systems) GS314.00C2533.011.005622.C ﬂ Up
PCN 005622 Office Symbol |CIH
Occ Series  [1201.Human Resources Managerment
Pay Plan and Grade |55-14 Funded ¥
Holder |Baran, Pamela T Holder Emp # 25155
Person Type |Employee MNumber of Subs. |1
Obligated Employee Ohbligated Emp #
Detailed Employes Detailed Emp #
Team Lead Supervisar Anglin, Garol A
™ Exists In Hierarchy
Subordinates
Fundexd
Office Occ Pay Plan | Number bl
FCN  Symbol Series and Grade| of Subs Down Mame

B 003253 [CH n201.z513 Mo & [ Mo Holders =

Emp #



